
[Your Company Letterhead] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

Subject: Procurement Contract Affirmation 

I am writing to formally affirm our commitment to the procurement contract dated [insert 

contract date] between [Your Company Name] and [Recipient's Company Name]. We are 

pleased to confirm that all terms and conditions outlined in the contract will be upheld by our 

organization. 

Our team is dedicated to ensuring a smooth execution of the procurement process, and we are 

ready to collaborate with your team to achieve our mutual objectives. 

If there are any clarifications or further discussions needed, please do not hesitate to reach out. 

Thank you for your partnership. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


